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Preface

THE FEDERAL ACQUISITION INSTITUTE (FAI) CURRICULUM
The Courses

In FY 91, the FAI began providing Federal acquisition trainers and educators with
instructional materials for a new Contract Management curriculum. This curriculum
includes the following courses, listed in arecommended order of attendance.

Introduction to Contracting*
Procurement Planning*

Simplified Acquisitions

Contracting By Sealed Bidding*
Price Analysis*

Contracting By Negotiation*

Cost Analysis*

Negotiation Techniques
Government Contract Administration*
10. Government Contract Law

11. Typesof Government Contracts

12. Source Selection*

13. Advanced Procurement Management
14. Intermediate Contract Pricing

15. Advanced Contract Administration
16. Termination

CoNoO~WNE

Specialized Courses
(in alphabetical order)

1. Acquisition of Federal Information Processing (FIP) Resources*
2. Contracting for Architect/Engineer Services*
3. Construction Contracting*

Offerors

Each of the above courses will be offered by the General Services Administration
Interagency Training Center. Other Federal acquisition trainers and educators may
incorporate FAI instructional materialsin their respective curricula (generally under
different course titles than the above). For instance, ALMC will be offering this course
as a part of the Defense Acquisition University curriculum listed as CON 241.

* Currently available.

XX
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PURPOSE OF THE FEDERAL ACQUISITION INSTITUTE CURRICULUM

To Help You Accomplish The Goals Of The Federal Acqauisition Process:

AsaContract Speciaist, your primary goals are to:

1. Obtain the optimum market response to requirements for supplies and services, in
terms of:

* Quality

* Timeliness

* Price

While—

» Accomplishing socioeconomic objectives
* Minimizing business and technical risks
* Maximizing competition

* Maintaining integrity.

2. Assure that purchased supplies and services are:
» Dedlivered or performed when and where specified in the contract

» Acceptable, in terms of conforming to the contract's specifications or statement of
work

e Promptly and properly reimbursed
» Provided in compliance with other terms and conditions of the contract.

To Help You Perform Y our Duties

To accomplish these goals, Contract Specialists perform more than 78 principal duties.
Collectively, these duties constitute the Federal acquisition process. Exhibit P-1 maps the
acquisition process and relates each duty to the overall process. The FAI curriculum has
been designed to systematically develop your skill at every duty in Exhibit P-1, in the
context of accomplishing the overall goals of the Federal Acquisition Process.

Your Challenge

Y our challenge is to become proficient in performing the duties described Exhibit P-1.
Granted, you may presently perform only a subset of the duties. In terms of your career,
however, learning the entire range of duties will improve your competitiveness for a great
variety of contracting positions, including managerial positions. From the standpoint of
the Government, you will be better able to perform any one duty if you have first hand
knowledge of how the duty affects, and isin turn affected by, the performance of the
other duties.
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PRESOLICITATION PHASE

Deter mination Initiating the Analysis of Sour cing
of Need Procurement Requirement
Determining Needs Processing the PR Analyzing Requirements | xtent of Competition
1. Forecasting Require- 3. Purchase Requests 6. Specifications 9 Sources
ments 4. Funding 7. Statementsof Work |10 Set-Asides

2. Acquisition Planning

Market Resear ch
5.  Market Research

8. Services

11. 8(a) Procurements

12. Competition Requirements

13. Unsolicited Proposals

Selection Factors

14. Leasevs. Purchase
15. Price Related Factors
16. Evauation Factors

Method and Plan for the
Procurement

17. Method of Procurement
18. Procurement Planning

SOLICITATION-AWARD PHASE

Solicitation

Evaluation—
Sealed Bidding

Evaluation—
Negotiation

Award

Termsand Conditions
19. Contract Types
20. Letter Contracts
21. Contract Financing

22. Useof Government
Property and Supply
Sources

23. Need For Bonds
24. Solicitation Preparation

Saliciting Offers

25. Publicizing Proposed
Procurements

26. Preaward Inquiries

27. Prebid/Preproposal
Conferences

28. Amending Solicitations
29. Cancelling Solicitations

Bid Evaluation
30. Processing Bids

31. Bid Acceptance
Periods

32. Late Offers
33. Bid Prices
34. Responsiveness

Proposal Evaluation

35. Processing Proposals
36. Technical Evaluation
37. Price Objectives

38. Cost and Pricing Data
39. Audits

40. Cost Analysis

41. Evaluating Other
Terms and Conditions

42. Competitive Range

Discussions
43. Factfinding
44. Negotiation Strategy

45, Conducting Negotia-
tions

Selection for Award
46. Mistakesin Offers
47. Responsibility
48. Subcontracting
Requirements

49. Preparing Awards

Executing Awards
50. Award
51. Debriefing

Protests
52. Protests

Fraud and Exclusion
53. Fraud and Exclusion

Exhibit P-1

XXii




POST-AWARD ADMINISTRATION PHASE
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Start-Up Quality Payment and Closeout
Assurance Accounting
Planning Monitoring and Problem | Payment Closeout
54. Contract Administra- | Solving 64. Limitation of Costs 74. Closeout
tion Planning 58. Monitoring, Inspec- 65. Payment
55. Fost-Awar d Orienta- 5 E)c;n, and Acceptance | oo nallowable Costs
1ons 60. s ay\; " 67. Assignment of Claims
Ordering - Sop _or 68. Collecting Contractor
) ) 61. Remedies Debts
56. Ordering Against
gomrads ?nd Property 69. Prpgreﬁ Payments
greements 62. Property Administra- | 70- Priceand Fee Ad-
) tion justments
Subcontracting
57. Consent to Sub- Reporting Performance Accounting
contracts Problems 71. Accounting and Cost

63. Reporting Performance
Problems

Estimating Systems

Cost Accounting
Standards

Defective Pricing

72.

73.

POST-AWARD ADMINISTRATION PHASE (cont.)

Contract Termination Claims
M odification
M odifications/Options Termination Claims
75. Contract Modifications | 76. Termination 78. Claims
77. Bonds

Exhibit P-1
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CHARACTERISTICSOF FAlI COURSES

Each course in the curriculum builds on the skills and knowledge taught in prior
COUrSes.

Each course covers specific duties and is designed to provide skill in performing
those duties.

Generally, there is a separate lesson for each duty, with a corresponding chapter in
the Desk Reference.

In most cases, your instructor will introduce the duty, its purpose (learning
objective), applicable policies, and standards for performance.

Next, the instructor will walk you through aflowchart of the stepsin performing the
duty.

Y ou will perform selected steps in-class, using case studies and other such
EXercises.

Y ou will be tested.

For each duty, the Desk Reference serves as areference, with flowcharts, stepsin
performance, and job aids.

Practicums (i.e., self-instructional exercises) will be available at alater date to
reinforce the in-class learning back on-the-job.

Specialized courses (e.g., The Acquisition of FIP Resources, and Construction
Contracting) do not reteach the basic acquisition process, but rather concentrate on
the unique regulations and procedures related to acquiring that type of deliverable.

Length
Two weeks (10 days)

Who Should Attend

Contract Specialists (GS-9 to GS-13) who have completed the following courses (or an
equivalent course or COUrses):

Introduction to Contracting
Procurement Planning

Contracting by Negotiation

Price Analysis

Cost Analysis

Government Contract Administration
Source Selection

XXV
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OVERVIEW OF
ACQUISITION OF FEDERAL INFORMATION PROCESSING RESOURCES

Duties.

The following are among the primary duties from the Contract Specialist Workbook covered
in this course:

Unit of
Instruction Duty Chapter(s) Focus:
79 Overview 1 Statutes
79 Overview 2 OMB Circulars
79 Overview 3 Policies
79 Overview 4 Ethics
1 Forecasting Requirement 5 System Life Cycle
5 Market Research 6 Definitions of Terms
8& 81 Services, Types of FIP 7 FIP Services
Resources
8& 81 Services, Typesof FIP 8 FIP Support Services
Resources
8& 81 Services, Types of FIP 9 FIP Maintenance Services
Resources
81 Types of FIP Resources 10 FIP Equipment
81 Types of FIP Resources 11 Intellectua Property
81 Types of FIP Resources 12 FIP Software
81 Types of FIP Resources 13 Telecommunications Laws
81 Types of FIP Resources 14 Telecommunications
5 Market Research 15 FIRMR Applicability
5 Market Research 16 Market Research
5 Market Research 17 Current Trends
5 Market Research 18 Obsolescence
6 Specifications 19 Computer Security
1 Forecasting Requirements 20 Planning and Budgeting
1 Forecasting Requirements 21 Requirements Analysis
1 Forecasting Requirements 22 Reguirements Analysis
1& 12 Forecasting Requirements, 23 Scope of Competition
Competition Reguirements
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1 Forecasting Requirements 24 Reguirements Analysis
1 Forecasting Reguirements 25 Conversion Studies
1 Forecasting Reguirements 26 Analysis of Alternatives
1&9 Forecasting Requirements, 27 Analysis of Alternatives
Sources
1 Forecasting Requirements 28 Benefit-Cost Analysis
1 Forecasting Requirements 29 Lease vs. Purchase
1 Forecasting Requirements 30 Analyzing Pricing Methods
4 Funding 31 Funding of FIP Resources
6 Specifications 32 Specifications
6 Specifications 33 Reviewing Standards
7 Statements of Work 34 SOW
18 Procurement Planning 35 Acquisition Plan
15 Price-Related Factors 36 Special and Price-Related Factors
80 APRs 37 Agency Procurement Reguests
16 Evaluation Factors 38 Source Selection
24 Solicitation Preparation 39 Developing a Solicitation
35 Processing Proposals 40 Processing Proposals
36 Technical Evaluation 41 Source Selection
37 Price Objectives 42 Price Objectives
50 Award 43 Recommending Winning Proposals
52 Protests 44 Protest Issues
55 Post Award Orientations 45 Post-Award Considerations

*Units 79, 80, and 81 are specialized units of instruction for FIP resources.

XXVi
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USING THE TEXT / REFERENCE IN THE CLASSROOM

Classroom L earning Objectives (CLOS)

At the beginning of each chapter, we have listed the classroom learning objectives for
that chapter. We have written the Desk Reference to provide you with the information
necessary to accomplish those objectives. Likewise, the classroom instruction and
exercises are designed to help you attain those objectives.

Most of the objectives are written in terms of your performance of aduty or task. For
example, The Desk Reference provides a step by step guide to performing the duties. In
the classroom, you will have opportunities to practice performance of the duties—using
the Desk Reference as your guide—through the use of such instructional techniques as
interactive viewgraphs and case studies.

| nteractive Viewagraphs

An interactive viewgraph is a lide on the overhead projector that requires a response
from the class. For example, if the instructor is showing a decision table, the “then” side
would be empty and you would help fill in the answers. Or perhaps the slide asks a
particular question about alist of conditions shown on the slide. Most viewgraphs are
represented in the Desk Reference as Exhibits.

Macro Exercise

The Macro Exercise iswritten as related scenarios or stories about a hypothetical
acquisition. There are several questions that follow the scenarios relating to the case and
the particular lesson. Sometimes you have to use information in the Desk Reference to
complete a case study.

Reading Assignments

Y ou are responsible for assigned readings from the chapters. Y ou will spend minimal
time listening to lectures. Our philosophy isthat you learn best by doing the tasks under
simulated conditions.

Testing

There will be two written tests. They will be administered on the last class day of each
week. Test items are taken only from the readings assigned by your Instructor.

The test should take no more than 120 minutes. All test questions were developed to
verify the learning acquired from the course learning objectives which appear on the first
page of each chapter in the Desk Reference.
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USING THE EXERCISE BOOK IN CLASS

The practical exercisesin this course are intended to provide experience in the types of
actions the student will encounter during the acquisition of Federal Information
Processing resources. Instead of "stand alone”, unrelated exercises, each practical
exerciseis part of alarger "Macro" exercise, and related to the practical exercises that
precede or follow that exercise. A decision reached in one exercise can affect the
decision that should be made in following exercises. Therefore, deleting several
exercises can have the effect of disrupting the flow and performance of the macro
exercise.

It isimportant to provide the optimum amount of practice in solving the practical exercise
requirements. This requires that the instructor avoid too much lecture and allow time for
students to work in groups to discuss and solve the requirements and to present solutions.
In order to facilitate group cooperation on the practical exercises, the instructor should
encourage the students to form small teams of several students each, with their desks
arranged to facilitate small face-to-face working teams.

As each group presents the solution to a practical exercise, the students should focus on
those aspects of FIP resource acquisition that vary or differ from other acquisitions. |If
there is not enough time to fully cover a practical exercise in class, the students should
still be encouraged to read that exercise independently.

The large number of documents and actions in a FIP acquisition can be confusing. Itis
easy for the student to forget at which point in the life cycle process a certain action or
document becomes important. Therefore, in order to provide the overall framework and
remind the student where he/sheisin the overall process, it is useful for the instructor to
frequently remind the class where in the life cycle process a particular event or document
OCCUrs.

Most of the lessons in this course concern actions and events that occur in the Planning
and Acquisition Phases of the Acquisition Life Cycle. The lessons and desk reference
chapters are covered in the sequence in which they generally occur in an acquisition.
However, several chapters concern preliminary information, such as ethics, which the
student should know before initiating any acquisition action.

USING THE DESK REFERENCE AT YOUR JOB SITE

The Desk Reference was developed to be used at your job site as well as in the classroom.
Its step by step approach, FAR, FIRMR and DFARS references, structured writing, and
index are all designed for the easy and quick retrieval of information about the
contracting process. Each Desk Referenceis“dated” by indicating which FAC of the
FAR system it is current through. Thislets you know exactly how up to dateitis. You
may contact the FAI for updates or annotate your own copy as FAR policy changes.
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COMMENTS

The book has not yet been written that does not contain some typos, incorrect citations,
missing information, or technical inaccuracies. If thisbook is helpful to you, and you
would like to help make it better, please send any corrections you recommend to the
Federal Acquisition Institute (FAI) in care of GSA-VF, 18th and F Sts., NW,
Washington, DC, 20405.

ABOUT THE FAI

Asdirected by the Office of Federal Procurement Policy Act, as amended, the Federal
Acquisition Institute (FAI) has been working for more than a decade to (1) foster
Government-wide career management programs for a professional procurement work
force; and (2) promote and coordinate Government-wide research and studies to improve
the procurement process and the laws, policies, methods, regulations, procedures, and
forms relating to procurement by the executive agencies.

For example, the FAI over the years has:

» Published annual demographic reports on the Federal acquisition workforce,
showing trends in qualifications, turnover, and hiring.

» Developed and published guidance for the consideration of Federal Procurement
Executives in establishing the procurement career management programs required
by the Office of Federa Procurement Policy Act, as amended.

» Assisted colleges and universitiesin establishing courses and programsin
acquisition disciplines, published directories of such academic courses and
programs, and reviewed the equivalency of those courses and programs in meeting
Federal training requirements.

» Supported the Office of Personnel Management (OPM) in devel oping standards and
examinations for acquisition positions.

» Assisted Federal managers and supervisors in identifying and recruiting highly
qualified candidates for acquisition fields (e.g., by publishing recruiting brochures,
preparing other recruitment materials, coordinating recruitment at selected colleges).

» Developed a Contract Specialist Workbook, as a desk reference for performing 78
core Contract Management duties.

» Developed instructional materials (including this and other Desk References,
instructor guides, and test/banks) for Contract Management courses.

» Assisted agenciesin establishing competency-based training, education, and
certification programs.

» Developed and field tested a staffing standards model for contracting activities.
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ABOUT THE ARMY LOGISTICS MANAGMENT COLLEGE

This book was written in cooperation with the Army L ogistics Management College
(ALMC). Therefore, you will find referencesto FAR, FIRMR, and DFARS.

The Army L ogistics Management College, ALMC, was established in 1954 with asingle
mission to conduct a 12-week Army Supply Management Course. Today it isamulti-
discipline institution that graduates over 55,000 students annually.

The college is aleader in education and training technologies for acquisition, logistics,
and related managerial and analytical subjects with the goal of consistently meeting the
training and education needs of the entire defense establishment at the basic intermediate,
and senior levels of the work force.

ALMC isthe largest school in the Defense Acquisition University consortium and a
member of the DoD Environmental Training School System. The Defense Logistics
Studies Information Exchange, the official DoD repository for logistics studies, models,
and related documentation, is also operated by ALMC.

ALMC'svision: The defense leader in education, dedicated to increasing the readiness of
the force through competence, commitment, curriculum, and change.
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ABOUT THE GSA INTERAGENCY TRAINING CENTER

The U.S. Genera Services Administration (GSA) was founded to serve other Federa
agencies, State and local governments, and the public. Animportant part of this service
is helping governmental groups to fulfill their missions. The GSA Interagency Training
Center supports other agencies missions by providing quality training to their
employees. For Federal acquisition specialists, the Interagency Training Center provides
courses in the knowledge, skills, and abilities necessary to perform their duties.

To find the GSA Interagency Training Center courses most useful to your mission,
consult The GSA Interagency Catalog and Schedule, which is published annually. For
copies, contact the GSA Interagency Training Center by phone or letter at:

GSA Interagency Training Center
P.O. Box 15608

Arlington VA 22215-0608

FTS 703 557-0986



CHAPTER 1

STATUTES THAT APPLY TO THE A